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PURPOSE
1.1 To provide policy to govern submission of resignations.
POLICY
2.1 Employees resigning from the Department of Mental Health (DMH) and County services are to

provide written notice to their immediate supervisor at least two weeks prior to the effective date
of their resignation. Written notice includes either a signed and dated letter of resignation or the
resignation form used by the Department.

2.2 Resignation forms may be obtained from the immediate supervisor or from the Human
Resources Bureau.

2.3 The rescinding of resignations may be made at the discretion of the appropriate manager at the
level of District Chief or above, in consultation with the Personnel Officer or designee. However,
any recession must be made prior to the effective date of the resignation and only if the DMH
has not acted upon the resignation; e.g., initiated termination process or replacement process.

24 Unless an effective date of resignation is specified by the employee, all resignations are to be
effective immediately.
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